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Course Obijectives

WAILIEM Course Objectives

After this lesson you should understand how to:
Log into Oracle
Use the Navigator
Use forms and windows
Enter data
Locate data
Run reports
Log out of Oracle
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Logging Onto Oracle

WIS | 0gging Onto Oracle

After this lesson you should understand how to:
=> Log into Oracle

Use the Navigator

Use forms and windows

Enter data

Locate data

Run reports

Log out of Oracle
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Accessing Oracle via the NIH Portal

AL LE M A\ ccessing Oracle via the NIH Portal

» Oracle is a web-based application available via the NIH Portal

» NIH Portal website: http://my.nih.gov
= ToLog on use your:
- NIH Domain

— User Name

- Password
= For assistance, contact NIH Help Desk at 6-HELP (301.496.4357)

» Add the Budget & Finance Community, which is the page where the
Oracle application resides

NBS Finance
v Production
General Ledger, Fed Adrmin, Projects

» Select the NBS Production link to launch the application.
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Logging in to the NIH Portal

W21V | ogging in to the NIH Portal

5 R s m

© select your domain: [NIH =] which domain should 1 selecte
(2] User narme: Ipaulsa
Password: Iwﬂ change Password

Warning Notice

This is a U.5. Government computer system, which may be accessed and used only for autharized Government business by authorized personnel. Unauthorized access or use of
this computer system may subject violators to criminal, civil, andior administrative action

Allinformation on this computer systerm may be intercepted, recorded, read, copied, and disclosed by and to authorized personnel for official purposes, including criminal
investigations. Such information includes sensitive data encrgpted to cormply with confidentiality and privacy requirements. Access oruse ofthis computer systemn by any person,
whether authorized or unauthorized, constitutes congent to these terms. There is no right of privacy in this system.

Please e-mail questions or comments to tasc@nih.gov or call 301-594-6248

BT & (¢

Follow the steps below to access the NBS Travel System application from the NIH Portal.

»  Launch Internet Explorer. In the browser, navigate to the NIH Portal at http://my.nih.gov.
(Note: If you need Internet Explorer installed on your computer, please contact the NIH Help Desk at
6-HELP (301-496-4357))

*  Log onto the NIH Portal according to the steps listed below, using the account information you
currently use to log on to Windows at your workstation.

*  Select your domain from the pull-down menu. (Hint: Use the "Which domain
should I select? link for assistance.)

*  Enter your User Name.
*  Enter your Password.
*  Click the Log in button.

For Portal account and password assistance, contact the NIH Help Desk at 6-HELP
(301-496-4357)
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Adding a Community to your NIH Portal View

(¢ ienbrss

Adding a Community to your NIH Portal

NG PETARS &
FepeuS® Rmss & A BPPORT S

Welcome NIHYpaulsal Poral S

MY PAGES .ﬁ
MIH PORTAL PAGE | :
»Communities | » Document Directory &

edit Your Memberships
Uveather for RS

Portal Information
: Center

¥ o - - -
yivsy  Light Rain
dadayd
Hed May 21 10123 AN ET
Temperature: S1°F/16°C

Humidity: &8% ‘i EDIT YOUR MEMBERSHIPS =
Barameter: 30.1din/1022nb ] CHOOSE YOUR COMMUNITIES _Finish |_cancel |
A

Winds: MWME at Smph/Skph

=4 The Communities you belong to and yaur default Gomrmunity are displayed on the right. To remave yourself from a non-mandatary Community, click
ihe.Tojoin a Community, search or browse to the Cammunity, put a check mark next to its name, and then click Add to My Memberships
M Wihenyou are finished, click Finish to display your default Cammunity.

Enter a city orzip:l

Search for Communities | [Nl Folders

Browse for Communities Your Cornmunity Memberships

» B2 General Communities » B3 CIO - NIHIT Comrunities Your default Community:
b E ICs & Offices - E:f NBRSS MBRES Travel Users -
Portal Information Center

ADD TO MY MEMBERSHIPS ==

Enterprise Appli

Mandatary Cormmunity
¥ NBRSS BudgetFinance [¥ NBRSS Travel Users NBRSS Travel Users
BudgetFinance Community Community for users of MBS Travel System Unsubscribe

cIr

» B3 Project-Specific » B3 zzTestFolder ey Earamuaisy

What is a Portal Community and how do I subscribe to a Portal Community?

Portal Communities provide content, documents and application access to users who have a
common area of interest. Once you subscribe to a community, it will appear in the list on your
Communities tab every time you visit the NIH portal. Follow the steps below to subscribe to a
community.

*  Click on the “Communities” tab and select “Edit Your Memberships”.

* Locate a community of interest either by clicking a folder to browse for communities or
by entering a key word in the Search field and clicking "Go" to look for a specific
community.

*  Once you locate a community of interest, select it by clicking in the box next to the
community name.

e Click “Add to my Memberships”. (You may need to select your default community.)

e Click “Finish”. The subscribed community will now appear in the list on your
“Communities” Tab every time you access the portal.
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Logging into the NBS Financial Applications

(¢ ‘@nbrss. Logging into the NBS Financial

To launch the NBS Financial Applications, select the appropriate link.

NBRSS Application Launcher

Click here to enter the MBS Finance

L|Ve app“(ﬂtlon ﬁ ¥ Production

"Live" environment for OFM and
Budget usears,

Click here to .enterthe P+ Sandbox
practice environment Practice enviranment for OFM and

Budget users. Requests and entries
will MOT be processzed,

Click here to enter the P+ Training
training environment For training class use only,

General User Guidelines
HBS Rules Of Behawvior

Use the Production link to enter the live environment. Only use this link if you are going to
perform real work in the system. You should not “practice” here.

Use the Sandbox link to enter a practice environment. This environment was created to allow
you to practice your skills outside the training classroom. The information entered here will not
affect the financial reporting of the NIH.

Use the Training link to enter the oracle application for use during training classes. Do not use
this link if you are not in an instructor lead class.
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Selecting a Responsibility

Sy : " epe
WIS Selecting a Responsibility

» The first window that is displayed is your welcome page.
» Click on the responsibility link to access the application.

J https:/ /nbrssprod.cit.nih.gov:8023/pls/a158t2c3/OracleMyPage.Home?validate_flag=¥ - Microsoft Internet Explorer

File Edt Wiew Favorites Tools Help

ek - o= - ([0 &) Qmearch CFavortes neda 8| By S 2 5] D

Address [ €] https://nbrssprod.citnh.gov 8023/pls/a1 58tzc3{OradeMyPage HomePvdlidate_flag=t

Welcome Dema User (CITINIH) | 2 &5 J’

ain Menu

@

MIH General Ledger User

NIH Payables User

2! MIH Racsivablss Recaipt Entr
3 MW Dacoieahl

&

Responsibility

Selecting a Responsibility

Once you have used the logon form to begin the logon process, you must tell the system what
type of access you will be using. A responsibility is a set of data, menus, and forms that defines
your particular level of authority while using the system. For example, you would want the
Accounts Payable department of your company to access the invoice forms of the system, but
you would not want them to be able to access any payroll information. Another example is that
the controller of a department would want to have access to all the data that his or her employees
can use, so the controller would want access to both accounts payable and payroll information.

Responsibility Assignments

Each user has at least one responsibility and several users can share the same responsibility.
Your OFM Manager can assign you any of the NIH responsibilities within the NBS. If you have
only one responsibility with one function, and only one region on your Personal Homepage, you
will go directly to that function.
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If you have multiple responsibilities, select the underlined link in the Application section to
select the desired responsibility. Once you click on the link, you will have an opportunity to
change responsibilities.
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Using the Navigator

W3l Ml Using the Navigator

After this lesson you should understand how to:
* Log into Oracle
= Use the Navigator

Use forms and windows

Enter data

Locate data

Run reports

Log out of Oracle
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Navigator

WAl N avigator

» The Navigator is the roadmap to forms in Oracle.
» The options displayed will be different for each Oracle Responsibility

E_'__iiNavigator - Purchasing Super User R2i -~ -
Functions | Documents | Processes
Requisitions:

Requisitions

Notifications Sumpfary Notifications Summary
Supplier m;Wg Supplier ltem Catalog

Item Search Item Search

+ Requisitions

+ Purchase Orders
AutoCreate

+ Receiving

+ RFQ’s and Quotations

+ Supply Base

+ Management

+ Items
. Management
+ Accounting It
BMS

Expand . :z:f;_r:;l Profiles Accounting
And Change Organization Personal Profiles
Collapse

Buttons

Requisitions
Purchase Orders
AutoCreate
Receiving
RFQ’s and Quotations
Supply Base

The Navigator Window

Use the Navigator window to navigate to a form that lets you perform a specific business
activity. You can navigate to the forms that are displayed in a navigation list on the left side of
the Navigator window. The Navigator window is always present during your session of Oracle
Applications and displays the name of your current responsibility in its window title.

Using the Navigation List

Each user can access the Oracle Applications forms in several ways so that they can use the
system quickly, according to their own computer style. Use the various buttons on the Navigator
to manipulate list items.

Choose one of the following methods to expand an item to its next sublevel form:
- Double-click the item.
- Select the item and choose Open.
- Select the item and choose Expand (Plus Button).
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To collapse an expanded item, select the item and choose Collapse (Minus Button).

To expand or collapse several items at once, choose one of the following buttons:

- Expand All Children (Plus with down arrow)expands all the sublevels of the currently
selected item.

- Expand All (Double Plus) expands all the sublevels of all expandable items in the
navigation list.

- Collapse All (Double Minus) collapses all currently expanded items in the navigation
list.
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Navigator Region Tabs

Eny . c
LIS Navigator Region Tabs

&% Navigator - Purchasing S/iwer User R2i . . .
A Region Tab Description
Functions || Documents | Processes
e Functions Displays the forms that you can
Requisitions
Notifications Summary navigate to in a navigation list
Supplier tem Cataloy

ltem Search on the left-hand side of the

J + Purchase Orders Navigate window

AutoCreate
+ Receiving . .
+ RFO's and Quotations Documents Displays links to documents

+ 8 Iy B
- Management that you have created

+ ltems

+ Accounting Processes Displays a visual map ofa

Personal Profiles

+ Reports business process

Change Organization

The Functions tab displays all of the applications functions that you can access for the
responsibility that you selected.

If you have a document, such as a particular purchase order, invoice, or sales order that you want
to access later, you can create a link to the document using the Navigator's Document feature.

The Navigator’s Document feature allows you to create as many links as you want and save them
in the Documents region of the Navigator window. When you use a link to open a document,
Oracle Applications opens the document in the appropriate form window. You can access the
Document region using the tab control.

The Processes region of the Navigator (the “Process Navigator”) automates business flows
across Oracle Applications forms. It allows you to model and execute complex business
processes through an easy-to-use, graphical user interface.

The Process Navigator guides you step-by-step through each required function in a business
process. In addition to providing a visual map of a business process, the Process Navigator can
launch the appropriate Oracle Applications forms or standard reports at each step.

Important: The Process region displays standard oracle processes and does not reflect NIH
specific business processes.
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Top Ten List

WA Top Ten List

» Use the Top Ten List to quickly access your most commonly used forms.

ack T by Sagssern
Definu hiry Niafiuli sagmants

TOp Ten LISt + wmrunity '.:>-_‘::|‘_Tl_“|-'-"|

o ICosmDiETan|

Praflie
TR A
Parsanal | Mgnus

Bl aran 5 Hay Flaxfisid Sugmanh
feagiuien
Funcilos
BManu

= Wallilatan
Fluclald

Select a form and click the arrow
to move a frequently used form to the
Top Ten List

Using the Top Ten List

If there are forms that you use frequently, you can add them to a navigation top ten list located
on the right side of the Navigator window. The top ten list displays your forms numerically so
you can choose them instantly without having to search for them in the navigation list. You can
add a maximum of ten forms to the top ten list and you can create a different top ten list for each
responsibility for which you have access. A top ten list is unique for the responsibility and user
sign-on combination that you use.

How to Create a Navigation Top Ten List

1. Select a frequently used form from the navigation list by highlighting it in the Navigator
window.

2. Click the right pointing arrow to add that form to the top ten list.

3. Click the left facing arrow to remove a form from your top ten list.

4. To open a form in your top ten list, type the number that precedes the form you want to open.
You can also click on it and press Open, or double-click on it.

Note: Sometimes the form that you add changes names when it appears in the top ten
listing. An example is that Suppliers becomes Vendors, or Orders, Returns becomes
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Order Workbench. Also note that the tenth entry is numbered 0 (zero), so it can be
invoked by pressing a single keystroke also.
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Using forms and windows

Il Using forms and windows

After this lesson you should understand how to:
* Log into Oracle

» Use the Navigator

= Use forms and windows

» Enter data

* Locate data

* Run reports

* Log out of Oracle
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Form Terminology

WAILEMR [ orm Terminology

» The first step in understanding the system is to understand the layout of the
screens and fields.

| Window B=lES
IORACLE

At these Times...

ot cor IS

Form Terminology

Oracle Applications Release 11 works specifically in a Web-enabled environment. It is
important to understand the terminology of the components within an Oracle Applications form.
Common terms used in Oracle Applications forms are listed below.

Menu bar—Use pull-down menus from this menu bar to navigate or perform actions within a
form

Toolbar — Use icons from the bar to navigate or perform actions within a form

Window—An area where the user interacts with an application (Many windows can be open at
one time and you can access these “overlapping” windows to perform data entry or data search
activities.)

Title Bar—Text in the title bar that indicates the name of the window, and usually, context
information pertinent to the information in that window

Tool tips—Iconic bubble help that you can use to determine the function of a button on the
toolbar

Status Bar - The status line displays status information and pertinent information for processing
your form.
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Form Terminology

MNarme

Action Sets Response Sets Alert Details

Form Terminology (continued)
Region—A logical grouping of fields set apart from other fields by a box outline

Region tab—A collection of regions that occupy the same space in a window where only one
region can be displayed at a time

Field—An area in a window that displays data or enables you to enter data
Button—A graphic element that initiates a predefined action when you click it

Basics of Oracle Navigation
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Form Terminology

@I Form Terminology

sion Operations)

Option

bUtton riods Currency Currency Type

TN Jul-02 M ency [} o cEntered
odal :
QA ne =T

1 Jul 02

Primary Balance Type
CAstual
® Budget

® T

Fact
*“ " Block

R

® Thou

' Encumbrance
account before
Summary Termnplate
Accounts

—
Scrolling E==s

region

Description

Show Balances Show Journal Details

Form Terminology (continued)

Option button—A button that indicates an individual selection is available within an option
group

Modal window—A window that requires you to act on its content before continuing
Scrolling region—A region, containing a scroll bar, in which to view other fields
Block—An area of information relative to a specific business function or entity
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Field Colors

WaSI'EMl Ficld Colors

» Field colors indicate the attributes of the field.

Field Color Description

White Allow data entry

White with Green Text | |ndicate drill-down capability

Yellow Require data entry

Indicate fields to use in Query-Enter mode

What Field Colors Indicate

Each block contains fields you use to enter, view, update, or delete information. A field prompt
describes each field by telling you what kind of information appears in the field or what kind of
information you should enter in the field. Fields are color coded to indicate their type as follows:

White Fields—allow data entry

White Fields with Green Text—indicate drill-down capability
Yellow Fields—require data entry

Gray Fields with Black Text—are display-only

Blue Fields—indicate fields to use in Query-Enter mode

The term field generally refers to a text field, an area in a window that either displays data or
allows you to enter data. However, a field can also include a button, check box, option group, or
poplist.

Basics of Oracle Navigation
Page 20



Application Toolbar

3B A\ pplication Toolbar

Edit Field
Save Zoom
Ne.xt Step Translations
Print Attachments
Close Form Folder Tools
| | |

|
DI oseP R ODEHRILEID 2 5|

* New Cut
* Find Copy
* Show Paste
Navigator Clear Record
Delete

Using the Toolbar

The toolbar is a collection of iconic buttons, where each button performs a specific action when
you choose it. Each toolbar button replicates a commonly-used menu bar item. Depending on the
context of the current field or window, a toolbar button can be enabled or disabled. You can
display help or a tool tip for an enabled toolbar button by holding your mouse over the button.
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File Menu

{File Menu

Folelzp Toi

Save and Froceed
[ ext Step

Export

Flace on HNavigatar

Log on as a Different User...
Switch Responsibility...

Print...

Close Farm
_ Exit Oracle Applications

Using the File Menu from the Menu Bar
New—Creates a new record in the active form.
Open—Opens the detail screen for the current selection.
Save—Saves any pending changes in the active form.

Save and Proceed—Saves any pending changes in the active form and advances to the next
record.

Next Step—Updates the Process workflow in the Navigator by advancing to the next step in the
process.

Export—Exports information in your current form to a browser.

Place on Navigator—Creates an icon in the Documents tab of the Navigator which can be used
to recall the active form and its current record.

Log on as a Different User—Allows you to log on to Oracle Applications again as a different
user.

Switch Responsibility—Allows you to change the responsibility in effect for your current log
on.
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Print...—Prints your current window. An application may override this action to instead allow
printing of one or more specific reports.

Close Form—Closes all windows of the current form.
Exit Oracle Applications—Quits Oracle Applications.

Basics of Oracle Navigation
Page 23



Edit Menu

WAL E it Menu

roilel
Lindo Typing
it
oy

Paste
Craplicate

lear
Delete

Select All
Ceselect All

Edit Field. ..
_ Freferences

Using the Edit Menu from the Menu Bar

Undo Typing—Undoes any typing done in a field before the field is exited and returns the field
to the most recent value.

Cut—Cut the current selection to the clipboard.

Copy—Copy the current selection to the clipboard.

Paste—Paste the contents of the clipboard into the current field.

Duplicate Record Above—Copies all values from the prior record to the current record.
Duplicate Field Above—Copies the value of the current field from the prior row.
Clear Record—Erases the current record from the window.

Clear Field—Clears the data from the current field.

Clear Block—Erases all records from the current block.

Clear Form—Erases any pending changes from the current form.
Delete—Deletes the current record from the database.

Select All—Selects all records (for blocks with multi-select).

Deselect All—Deselects all selected records except for the current record (for blocks with multi-
select).
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Edit Field...—Displays the Editor window for the current field.

Preferences Change Password—Displays the Change Password dialog box. Do not use this
feature.

Preferences Profiles—Displays the Profiles window.
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View Menu

WACIVEEN \/ic\w Menu

Faldzr Tools

Show Mawvigator
2o

Eind...
Find All
Duery By Example »

Record »

Translations...
Attachrments. ..

SurmrmansDetail

Regquests

Using the View Menu from the Menu Bar

Show Navigator—Displays the Navigator window.
Zoom—Invokes custom defined zooms.

Find... —Displays the Find window to retrieve records.
Find All —Retrieves all records.

Query by Example Enter—Invokes 'Enter Query' mode to enter search criteria for a query-by-
example.

Query by Example Run—Executes the query-by-example.

Query by Example Cancel—Cancels the query-by-example by exiting from 'Enter Query'
mode.

Query by Example Show Last Criteria—Recovers the search criteria used in the previous
query-by-example.

Query by Example Count Matching Records—Counts the number of records that would be
retrieved if you ran the current query-by-example.

Record First—Moves the cursor to the first record.

Record Last—Moves the cursor to the last record.
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Translations...—Displays the Translations window.

Attachments...—Displays the Attachments window.

Summary/Detail—Switch between the summary and detail views of a combination block.
Requests—Displays the Request window.
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Folder Menu

WL Folder Menu

Folder [ Toals i

e, ..
Open...
Save
Save As..
Delete...

Show Field...
Hide Field

Move Right
Miwe Lett
fliawe g
flve Do

YWiiden Field
Shrink Field
Change Prompt...
Altasize Al

SartData..
Wiew QUeny..
Reset Guery

Faolder Toals

Using the Folder Menu from the Menu Bar

For some forms, you can personalize the presentation of data within a form by using a folder
definition. With a folder definition you can modify the width, sequence, and prompts of the
fields you want to display. Additional features of a folder definition are:

Displaying only those fields you are interested in viewing

Displaying a subset of records based on your specific criteria

Automatically querying for a subset of records each time you open a specific folder
Keeping your folder customizations private or making them public for others to use
Making your customizations the default layout for a folder

Note: At this time, we do not encourage users to set up their own folders. Contact the NIH Help
Desk if you are interested in using this functionality.
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Tools Menu

WACIEMN T 60ls Menu

Tools NWindow Help Tools [Window Help Toals Windaws Help

Define Tax Exemptions Warkflow Monitar Expand
Banks Winrkflow Status Collapse
Pricing Debug
[~ Auto Schedule
User Sets
[~ Show Line Details
Item Search Add to List
Guick Customer Entry Eemove fromm, List
Dehug...
Create Hold Source
Mass Chanoe
Scheduling [T Close Other Eorms

Expand Branch
Expand All
Collapse All

Function List
Top Ten List

Using the Tools Menu from the Menu Bar

The Tools menus may contain up to fifteen product-specific entries. Examples of product-
specific entries may include a list of commonly used Inquiry windows in the application, or a
commonly used window that a user may want to display for a quick reference.

In some applications, up to two additional menus may appear after the Tools menu. These menus

are usually labeled “Reports” and “Actions”, but may be different depending on the products that
are being used. Like the Tools menu, these menus each allow up to 15 product-specific entries.
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Window Menu

W21\ indow Menu

Window [Help

Cascade
Tile Horizontally
Tile Yedically

® 1 Mavigator - Order Entry, Yision Operations (LSA)

Using the Window Menu from the Menu Bar
Cascade—Displays any open windows in a "cascaded" or stair-stepped fashion.

Tile Horizontally—Displays any open windows in a horizontally "tiled" (non-overlapping)
fashion.

Tile Vertically—Displays any open windows in a vertically "tiled" (non-overlapping) fashion.

1 (Title of Open Window)—Displays a list of open windows titles in the order in which they are
stacked.
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Help Menu

WA Help Menu

Window Help
Oracle Applications Librany
Kevboard Help...

Diagnostics

Eecard History
About Cracle Applications...

Using the Help Menu from the Menu Bar
Window Help—Displays Help for the current window

Oracle Applications Library—Displays a window that lists all available Oracle Applications
Help text

Keyboard Help...—Displays the current mapping of specific functions and menu options

Diagnostics—There are multiple Diagnostics menus used for coding and debugging. Do not use
this functionality.

Record History—Displays information about who created and updated the current record.
About Oracle Applications—Displays information about the current window and application
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Keyboard Shortcuts

WM K eyboard Shortcuts

> Keyboard short cuts are available for many functions in Oracle.
> To view a list of Keyboard Shortcuts, navigate to
M > Help > Keyboard Shortcuts

Function Key

Block Menu Ctrl+B
Clear Block F7

Clear Field Fa

Clear Farm Fa

Clear Record F&

Commit Cirl+5
Count Query F12

Celete Record Ctrl+Up
Display Errar Shift+Ctrl+E

e Mo

1|
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Entering Data

W Entering Data

After this lesson you should understand how to:
* Log into Oracle

» Use the Navigator

» Use forms and windows

=> Enter data

* Locate data

* Run reports

* Log out of Oracle
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Creating a New Record

@3S Creating a New Record

> To create a new record in Oracle

Toolbar Option

Menu Option (M) File > New

Keyboard Option Down Arrow

Creating a New Record

When you add a new record to the database, Oracle Applications will move the current record
down and insert a new blank row. You add a new record by entering information into this blank
row. In most screens you are automatically on a new record when the form is opened, so you can
just start entering the information.

After you finish entering the data for your new record, you must remember to click Save so that
your newly added information will be written to the database. If you enter five new blank rows
of information but do not click Save when you are finished, none of this newly added
information will be updated in the database (the system will prompt you to save before you exit).

How to Create a New Record
(M) File > New. Or, click the New icon on the toolbar.

You can also press the down arrow on your keyboard to insert a blank row, if you are not in a
table on the form. Additionally, some windows may have a button labeled New, and clicking it
will insert a blank row. (The Customers Standard window is an example)

Type the new information into the blank row.
(M) File > Save or click the Save icon to save the new record.
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Clearing Data from a Form

T i 0
W3l M Clearing Data from a Form

» To clear data from a form in Oracle

Toolbar Option

(M) Edit > Clear > Record
(M) Edit > Clear > Field
(M) Edit > Clear > Block
(M) Edit > Clear > Form

Menu Options

F8 — Clear Form

Clearing Data from a Form

You can clear data from the screen at almost any time. Typically, you will use this feature when
you start to enter data into a field and then change your mind. Oracle Applications will think you
are in the middle of processing a record and may not proceed with your next task until you clear
the field.

The data you clear is simply erased from the screen and not deleted from the database.

Note: If the data is new and has never been saved to the database, it will be lost
permanently when you clear it from the screen.

(M) Edit > Clear, and then choose the appropriate option, to clear a field, record, block, or form.

You can also clear some or all data from a field by highlighting the data and choosing
(M) Edit > Cut.
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Duplicating Data from Previous Record

IS Duplicating Data from Previous Record

» You may copy the values from a previous field by using Shift + F5
» You may copy the values from a previous record by using Shift + F6

Check your data because not all fields always copy!

|

m Quantity Discount %

Duplicating Data from a Previous Record

To save time during data entry, you can duplicate data from a previous record if much of the data
needs to be repeated again in the new record. You can use Cut, Copy, and Paste from the Edit
menu or you can use the following techniques:

Copying a Field Value from the Previous Record
1. Enter a new record or query an existing record in your form.
2. (M) File > New or click the New icon to insert a new record after the existing record.
3. Place your cursor in the field whose value you want to duplicate.

4. (M) Edit > Duplicate Field Above, to copy the field value from the previous record
into the current record.

Copying All Field Values from the Previous Record
1. Follow Steps 1, 2 above.

2. (M) Edit > Duplicate Record Above, to copy all field values from the previous record
into the current record.

Note: Depending on the record storage in the database and relevant database tables, not
all fields may be copied when using this feature. Be sure to check your new record
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carefully before you assume all fields have been copied into the new record. This feature
may not be enabled in some forms.

Generally information located in flexfields do not copy when using the copy record
functionality.
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List of Values

a1 | ist of Values

. <—

—>
The list of
valid values
is displayed

Applications |-

Application
T Another custom applicatain
@Financials Intelligence

@iracle Manufacturing Scheduling
Application Implementation
Application Object Likrary
Application Report Generator
Application Utilities

Applications DBA

AsiafPacific Localizations

Description

Demo Demoao Demoao Demao Demao
Financials Intelligence

Oracle Manufacturing Scheduling
Application Implementation
Oracle Application Ohject Library
Application Report Generator
Oracle Application Utilities
Applications DBA

Oracle AsiaiPacific Localizations

Click the LOV icon
in the field

CRL Financials CRLFinancials

CRL Financials Assets CRL Financials - Assets
4 |

Using the LOV

The List of Values (LOV) feature is very useful while entering data in Oracle Applications. It
provides you with a powerful, easy-to-use data entry method that increases your accuracy and
productivity. Using the LOV makes data entry an easy task for novice users, and experienced
users can enter correct data with a minimum number of keystrokes.

Oracle Applications notifies you when a list of acceptable input values is available for a field by
displaying the LOV icon in the field. When you display a list, the values appear in a window
with a title that describes the contents.

By using the LOV feature, you can save time and enter data quickly without having to memorize
or look up valid data for each field. You can choose data from an online list of valid input
choices whenever you want. Additionally, you are relying on Oracle Applications to validate
your input since you will know right away if your entry does not match an option from the LOV.
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List of Values Auto Selection

WA | ist of Values Auto Selection

Furchasing

AutoSelection

Using the list of values feature called AutoSelection you can select a valid name from the list
with a single keystroke. When you display the list window, you can type the first character of the
name you want in the Find field. If only one choice begins with the character you enter,
AutoSelection selects the choice, closes the list window, and enters the value in the appropriate
field.

List Search

You can use the AutoReduction feature to reduce a list when you know the first few characters
of your name selection. If you do not know the initial characters of your choice, but do know that
your choice contains a certain word or set of characters, you can perform a list search to reduce a
list.

In the list window, enter any group of characters as search criteria in the Find field and click the
Find button. You can use wildcard characters such as the percent sign (%) which represents any
number of characters, or an underline (), which represents a single character in your search
criterion.
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For example, to reduce a list to only those choices that contain the phrase “schedule,” you would
type %schedule% in the Find field and click Find. In any of these list search queries, it does not
matter whether you use uppercase or lowercase letters as the search is not case sensitive.
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Long-List Fields

& - .
(g enbrss Long-List Fields

Enter a partial value to limit the list, % to see all values.

Supplier On Hald

Long-List Fields

If a field has a “long-list"—that is, a list of more than 100 values—when you try to display the
LOV, Oracle Applications will display a window where you can enter list reduction criteria.

Because it takes less time to display a reduced list than a complete long-list, Oracle Applications
prompts you to enter the first few characters that occur in your value of interest to reduce the
complete list. However, to view the entire long-list, enter the percent sign (%) at the prompt and
all of the values will be displayed.

Note: To avoid excessive network traffic and reduced performance, try to enter specific criteria,
other than just a percent sign (%), whenever possible.

Power List

The Power List feature provides an even faster method of data entry. If a field displays a LOV
icon and you know the value you want, simply enter the first few characters of the value in the
field and press [Tab]. Power List will complete the entry for you. You can also include wildcard
characters with your entry. You do not need to display the list window. If more than one value
matches the characters you specify, a list window containing those values is displayed. If no
values match the characters you enter, a list window containing all the values appears.
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Using Calendars

. _
W3l M Using Calendars

> Selecting the LOV in date fields will display the calendar

11/MAY/2001
12:  ~[lo0 - [ESENYRRCIZY

Choosing a Date in the Calendar Window

Values in a date field can be typed directly or you can use a calendar to enter a valid value in a
date field if the field displays the LOV icon. If your date field supports time, you can also use
the Calendar window to choose a valid time with the date.

1. Put your cursor in a date field.

2. Select the LOV icon to display the Calendar window. The date value that appears below the
calendar is called the selected date, which is either the value already in the field, the default
value of the field, or the current system date.

3. Select the date.

Note: Disabled buttons that show dimmed text represent invalid days, which cannot be
chosen. Similarly, if a date field is display only, you can display the Calendar window for
the field, but you cannot change the date shown on the calendar.

4. Select OK to accept the selected date and close the window.
5. Select Cancel if you want to close the window without choosing a date.

Basics of Oracle Navigation
Page 42



Searching for Data

3L Ml Scarching for Data

After this lesson you should understand how to:
* Log into Oracle

» Use the Navigator

» Use forms and windows

« Enter data

=> Locate data

* Run reports

* Log out of Oracle
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Determining Proper Search Mode

@M Determining Proper Search Mode

Find Mode Query Mode

Menu bar, Toolbar Menu bar, [F11]

Find window Existing window

List of values Wildcards

No find count Query count

Find Mode

In Find mode, you use the menu bar to access the Find window, or you click the icon on
the Toolbar.

You use a new window, the Find window, to prepare your search criteria.
The list of values is available in many fields in Find mode.
The Query Count feature is not available in Find mode.

Query Mode
In Query mode, you can use the menu bar to access a query, or you can use keyboard
shortcuts, [F11] to enter a query, and [Ctrl] + [F11] to execute a query.
You use the existing window to prepare your search criteria for the query. You can enter
specific information into any field to narrow your search.
When using wildcards to prepare your search criteria, you can use all query operators to
narrow your search.
In query mode, you can check to see how many records match your criteria even before
retrieving the data that matches your query.
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Using the Find Window

LM Using the Find Window

Party Mumber

Custarer Mumber
Account Mame | Status Criteria

— Address

Address] |
Address2 | Site Mumber |
City | State |
Fostal Code | County |

Province | Country Click the
~ Contact Find button

Last Mame First Mame Phaone
Search Type  ® Exact (B) C Fugzy Clear

Using the Find Window to Locate Existing Records
1. (M) View > Find or click the Find icon on the toolbar.
2. Enter your search criteria in the appropriate fields of the Find window.

If a field does not provide a list of values for you to choose from, you can enter wildcard
characters (% and -) in the search phrase. You cannot, however, use query operators
(such as >, <, and so on) in a Find window.

3. Select the Find button to find any matching records.

4. Select the Clear button to clear the current search criteria from the Find window so you can
enter new search criteria.

In some forms, you may select the New button to enter a new record in your current block if your
search finds no matching records. Not all windows support this.
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Query Results

3B Query Results

o
=

=

Batch Status || Batch Name Journal Name Period Journal Debit Journal Credit
B|unposted Shtestanujih test May.01 1,000.00 1,000.00
Selected for pi|009 2203 Payables 6:|Purchase Invoices U!INUV[II] 2,670.00 2,670.000
Unposted |00V Purchasing 820:[Receiving USD |Feb01 11.00 11.00
Unposted Il]l]W Purchasing BZUflReceiving usp Jan01 165.00 165.00
Unposted ll]l])( Purchasing ?I]l]3lReceiving EUR {User|Jan01 1,000.00 1,000.00
Unposted l[ll])( Purchasing BZI]SIReceiving usD |Feb 01 8,580.00 8,580.00
Posted IUS-FEB-QB Project MIIUS-FEB-QB Project Mf|.Jan-98 2,242,810.86 2.242,810.86
Posted IUS-FEBSB Project MIIUS-FEBSB Project Mf}.Jan 98 368.00 82,774.00
Posted IUEJAN-QB Project MIIUEJAN-QB Project Mf|Dec97 5,323.00 73,014.00
Processing II]HI]?-I]Z 644 {Fayahlsl{F‘urchase Invoices = | Oct00 10,000.99 10,000.99
Unposted ll]ﬂ1l]4]1 722 PayahleslPurchase Invoices U:|Oct-00 11,083.49 11,083.49

Unposted II]H1I]-I]2 742 Payahle:lPurchase Invoices U!j Oct00 40.00 40.00
4] |'»

Mew Journal Review Journal Requery

Mew Batch Review Batch Iore Actions

Reviewing Your Data

After a search, Oracle Applications retrieves any records that matched your search criteria.
Always enter the most selective search criteria that you can.

How to Review Retrieved Records

Use the scroll bar to view additional records currently not visible on the screen in a multirecord
block.

(M) View > Record First to see the first record.
(M) View > Record Last to see the last record.

Note: Scrolling through records and using the Record Last command uses significant
system resources. Avoid this by entering selective search criteria.
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Searching for Data Using Query Mode

WIS Scarching for Data Using Query Mode

You may also use the Query-By-Example method to search for existing
records in the system

1. Select the F11 key
e NN S ACID PRI 2 (Fields turn blue)

Enter your search
criteria, using %
Supplier Supplier Num Invoice Date ‘ Invoice Num ‘ Inwoice Curr || Invaice Amount .
- . ] [rrizvs] | _ 109098 wildcard

Select the Ctrl + F11
keys

Review the retrieved
records

Scheduled Payments COvepriew Distributions

The Query Mode may be used in most forms. Using this method, you are able to search using
the majority of the fields on the form, not just the ones that are listed on the Find window.

The method you use to search for data in the system depends greatly on the available fields on
the Find window and your specific query criteria.
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Query Operators

WM Query Operators

» Use the operators below when searching for data.

Operator | Meaning Example

Equal to = ‘Janet’

Not equal to I= ‘Janet’

Greater than >99.1

Greater than or equal to J >=55

Less than <1000.00

Less than or equal to <=100

#BETWEE | Between two values #BETWEEN 1 and 100
w

Using Query Operators and Wildcard Characters

You can use any of the query operators listed in the table shown in the slide. You can also use
the percent “%” wildcard character to represent any character or group of characters. For
example, use “Manuf%” to represent Manufacturing, Manufacturer, and so on. You can also use
the underline “ ” character to represent any single character. For example, “Product ” can
represent ProductA, or Productl.
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Running Reports

WAUIEMN R unning Reports

After this lesson you should understand how to:
Log into Oracle
Use the Navigator
Use forms and windows
Enter data
Locate data
= Run reports
* Log out of Oracle
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Running Reports and Programs

@I M Running Reports and Programs

Submits

request Re quest
Queue

Request 1

Request 2
Request 3

Request 4

Perform other
online interactive
tasks

Running Reports and Programs

Concurrent processing helps you satisfy the following business needs:
Continue working at your computer while running data-dependent reports and programs.
Fully use the capacity of your hardware by executing many application tasks at once.
Standard Request Submission lets you satisfy a related set of business needs. You can:
Use a standard interface to run your programs and reports.
Control access to different reports and programs.
View report output online.

Automatically run programs, reports, or request sets at specific time
intervals.

View a log file that summarizes the completion information about all the
reports and programs in a request set

Using Concurrent Processing
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You can run a noninteractive, data-dependent function such as a report or program,
simultaneously with online operations. With concurrent processing, you can complete
noninteractive tasks without interfering with the interactive work that you perform at
your terminal.

An example of concurrent processing occurs when you use the Post Journals window in
your Oracle General Ledger application. Once you specify the journal batches to post and
click Post, your Oracle General Ledger application uses concurrent processing to post the
journal batch entries without further involvement from you. Meanwhile, your terminal is
still available for you to continue doing other work in Oracle Applications.

Oracle Applications runs all of its reports and programs as concurrent processes whether
you submit them using the Submit Requests window, or using a product-specific
submission window. Your system administrator can tailor concurrent processing to
optimize the performance of Oracle Applications for you to ensure that your system is not
overloaded with processing at any time.
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Submitting a Request

g3 Ml Submitting a Request

Submit request

Enter information

May be required | Parameter values

Opfional s Define schedule
¢ Optional o

] ) Define completion
Click Submit

Record request ID

Using Standard Request Submission (SRS)

Using Standard Request Submission gives you control over how you can run your requests and
request sets.

There are three elements involved in submitting a request: selecting the request or request set to
be submitted, defining a submission schedule, and providing completion options.

Defining a schedule can be as simple as submitting “As Soon as Possible” or it can involve using
a more complex schedule that you define when you first submit your request. The schedule may
be used for other requests in the future.

Completion options enable you to deliver notification to others using Oracle Workflow, and
specify which printers, and how many copies of the output you want to produce for each request.
You can submit as many requests as you like from the Submit Request window. You can even
submit a request more than once if you want to run the same request with different parameter
values.
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Sample Request Windows

WIS Sample Request Windows

ZZ Submit a New Request

What type of request do you want to run?

0 submit an individual request.

ubmit Request

Run this Request...

I

Languages

At these Times...

As Soon as Possible Schedule.

Upon Completion...

™) Save all Output Files

-
Print to —
o ®
Page 44

How To Submit a Request and Define Parameters

1. Navigate to the Submit a New Request window.

2. Check the Request option to submit single requests, or choose to submit a predefined group of
requests by checking Request Set.

3. Click OK.

4. Use the Copy button to take advantage of previously entered request submissions. Or, select
the Name of the request (report or program) that you want to run from the list of available

requests. Note that the responsibility you are using determines the request group and the requests
that will appear in the list.

5. A Parameters window automatically appears if you select a request that requires parameter
values. The prompts in the Parameters window are specific to the request that you select.

6. Enter the values in the required parameter fields and click OK. The Parameters window
closes, and your parameter values are concatenated and displayed in the Parameters window.
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Scheduling Requests

WMl Scheduling Requests

» Select the Schedule button to schedule the running of your request.

BB Sehedule 00D T L L L DD D D T D L D D D D e T D L D e L D B T T L e T L L e x|

You may run the
reques t:

* As soon as possible

Run the Jo

* Once
» Periodically

* On Specific Days

Defining a Submission Schedule
1. Click Schedule to open the Scheduling window.

The scheduling window provides you with several scheduling options. You can
choose to re-use a schedule you previously defined and saved, or define a new
schedule. You can define your schedule to run a request as soon as possible, at a
specific time, or repeatedly at specific intervals, on specific days of the week or
month.

2. Choose a type of schedule.

3. To save your schedule, select the “Save this schedule for use again later” check box.
You must also provide a unique name for each schedule you save, and you can provide
additional information in the Description field.

4. Click OK. You are returned to the Submit Requests window.
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Printing Option

t<*W Printing Option

» Select the Upon Completion: Options button to select a printer to
which to send the report. If a printer is selected, the report will be
printed immediately upon completion.

.

Landscape

I noprint All languages
b _J} |

Cancel

Currently, the NIH is not using the Notify functionality. This functionality may be used upon
the deployment of future tracks.
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Find Requests

Ml Include Regu in Query

SILERENE Request 1D =

Viewing Requests

Since all reports, programs, and request sets are run as concurrent requests in Oracle
Applications, you can navigate to the Request window to view the progress and output of all
your concurrent requests, and you can change aspects of a request’s processing options.

You can use the Request window (summary and detail) to view a list of all the submitted
concurrent requests, check whether your request has run, change aspects of a request's processing
options, diagnose errors, or find the position of your request in the queues of available
concurrent managers.

How to Use the Request Window
1. Upon initial navigation to the Requests window, you are directed to the Find Requests
window.

2. Use the Find Requests window to specify the types of requests you want to see. You can
choose to view your completed requests, your requests in progress, or all of your requests by
selecting the appropriate option group.

In addition, you can look for a particular request using the Specific Requests option group. Use
the find criteria fields as you would for any other find window to specify as many or as few

Basics of Oracle Navigation
Page 56



details as you need to locate the desired request information. Navigate to the Find Request
window.

3. Enter specific criteria in the Find window that appears, or click Find to display all of your
requests that you have submitted.

4. Use the Order By poplist to specify the order in which you want your requests displayed.
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Requests Window

WAl E M Requests Window

'ERequests o0 T A X

Refresh Data Find Requests Submit a Mew Reguest...

st 1D Parent
Marne

Active Users
Workflow Background Pr . . QEOL,,,Y, N

Load/Copy/Merge MDS Completed 1, 207, ET_MDSM1, 2, 207, ET_FSE
Pick Selection List Genel Completed Normal 31623

Workflow Background Pr Completed Hormal OEOL,,.¥Y.N

Process demand interfac Completed Normal

Replicate Seed Data Completed Normal 5446
Workflow Background Pr Completed Hormal OEOL,,.¥Y.N

Autoinvoice Import ProgllQZQBQ? | I IMAIN T, 1001, {Order Entry **=====
Autoinvoice Master Progi Completed m 1, 1001, {Order Entpy ====== =====

Cancel Request Diagnostics “iew Log...

Performing Concurrent Processing Tasks
You can click various buttons in this window to perform tasks relating to concurrent processing.

Refresh Data: The Requests window will not automatically refresh in order to display
updated progress of your request. Use this button to requery the lines in the request table.

Find Requests: Displays the Find Request window to perform a search for additional
requests

Submit a New Request: Displays the Submit Requests window to submit a new request
to the concurrent manager

Hold Request and Cancel Request: These buttons illuminate if the concurrent manager
has not already begun running the program. You can Hold or Cancel a request by using
these buttons. If the request is already running the Cancel button will terminate the
request.

View Details: Displays the Details window to view detailed information about your
request, for example, submission dates, scheduling and other information. If a request has
not already run, you can change selected fields so that the updated information will affect
your request when it is run by the concurrent manager.
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Diagnostics: Displays diagnostic information about your request such as when it ran and
if it completed successfully.

View Output: Displays an online format of your report.
View Log: Displays the request log.
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Printing Reports

gle

» To print a report after the job has completed, select Tools > Reprint
from the menu bar in the requests window.

- Managers
Manager Log

++

Reptint...

Find Requests
Parent
Marne

AutoCreate Configuratior

Update Formula Prices (l

Update Formula Prices (L

Departure Ship Notice O

» Enter the number of copies
and the printer name

» Select OK

Y ou must have your cursor in the line of the report that you want to reprint.
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Saving Reports to a File

3Bl Saving Reports to a File

» In the requests window, select the View Output button.
= Result: The reportis displayed in the Report: Request ID...window.

MATICNAL INSTITUTES OF HELLTH
Suppliers Report
O

Report Parameters[]

Supplier MName:[]
Supplier Type:[]
Crder By: Supplier Name[]
Income Tax Reportable Only:
From Creation Date: Z5-AUG-2Z003[]
To Creation Date: 25-AUG-2003(
From Update Date:
To Update Date:
Created By:
Updated By:
Include All/ictive Suppliers: Active[]
Include 3ite Information: Yes[]
Include All/hetive Sites: Active[]
Include Home country: Yes[]
2ite Pay Group:[]
Include Contact Information: Yes[]
Include R11/Aetive Contacts: Aetive[]
Include Bank Account Information: Yes[

First Previous
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Saving Reports to a File

» From the menu bar, select Tools > Copy File

= Result: The reportis displayed in a browser window.

T S — =
Fle  Ede Wew Favorkes Tooks  Help -
i - DD ] Do et By 3| Dy B H @

address [ ] Wbiscilrtessgrond . i re:BU3810_CGUFHDWRR. sne ey i 3646061565 8hqirr=/PPLSYSPUBIFUBE 2| SER2L3 =] e |k ™

NATIOHAL INSTITUTES OF HEALTH Report Dal 25-AUG-2iT
Supplirra Report ra -
Report Parameters

arder By: Supplier Name
Income Tax Reportable Umly:
Dace:
Date
om Updnce Date:
To Update Date:
Creaced By:
Updated By:
Include A1lfkctive Suppliers:
Include 3ite Information:
Aotive Sites:
o Home countey:
Tite Pay Group:
Informarion:
ve Contacts:
Inelude Bank Account Information:
Include All/Active Accounts:
CNATIONAL INSTITUTES OF HEALTH RepoEE Date: 25-A0G-.
Suppliers Report Pay

ALICIA HOEESTRA:PPOOODO3Z Taxpayer ID: 222221109 Status: Active
10050655 Tax Regiztration M Creation Date: 25-AUG-03
Supplier Type: Income Tax Reportable: No Created By: ANONYNOUS
One Time: Mo State Reportable: No Update Date:
PO R Mo Trcome Tax Type: Updated By:

Creation Created Update Updated
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Saving Reports to a File

@IS Saving Reports to a File

» From the menu bar, select File > Save As

= Result: The Save As window is displayed.

Savein: I :;_Tj Desktop - dm

e “YMy Documents Unaccounted Transactions Repor 220703
?ég = My Computer
H_i:s:_hj_r_l,.l 12 My Netwark Places
- ] adibuid
Duplicate Customer Report_110803

@
Desktog Invoice Aging Report_240703

MIHTM Patient Audit Report_210803
Preliminary Payment Register_210603
by Documents.

4| |

File: name: I Save I
|| Save as type: IText File [*.tt) Cancel |

Encoding: IWestern European [150]

» Select the location, type, and name of the file and select the OK
button.
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Request Status

W3 Ml Request Status

Inactive

Y

Pending

Y

Running

Y

Completed

Phase and Status for a Concurrent Request

The Concurrent Requests Summary window displays a phase and status summary for each
concurrent request listed in the window.

A concurrent request has a life cycle consisting of the following phases:
Inactive: The request cannot yet be run.
Pending: The request is waiting to be run.
Running: The request is running.
Completed: The request has finished execution.

During each phase, a concurrent request has a specific condition or status. The table lists each
phase/status combination and describes its meaning in relation to a request.
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Canceling and Holding Requests

W3S M Canceling and Holding Requests

» You may place a request on hold if it has not begun.
» You may cancel a request that is running.

EZRequests [0 A X

Refresh Data Find Reguests Submit & New Request...

Request ID Parent
MNarne Parameters

Active Responsibilities

EDI Inbound Transaction: Completed Warning /sylcom/inbound/tst113, 25beta_wi
Departure Ship Notice Oy Completed Normal 21735

Create Internal Sales Or¢ Completed Normal
Activate Concurrent Man I 11, 401
Activate Concurrent Man Completed Normal 10, 401
Order Management Inter Completed Normal 21735
Departure Ship Notice O Completed Normal 21736
Order Management Inter Completed Normal 21736

WIP Move Transaction M Completed Normal

Canceling or Holding a Request That Has Not Yet Completed
1. Navigate to the Requests window.

2. Select the Specific Request option button and enter the Request ID or other appropriate
search criteria or select another appropriate option.

3. Click Find.
4. With the cursor on the request you want to cancel, click Cancel request. If the request
is in Pending or Inactive phase, click Cancel Request or Hold Request to either cancel the

request or put the request on hold. If the request is in Running phase, click Cancel
Request to terminate the request.

If you cancel a request set, then Oracle Applications will automatically cancel all
requests in the set.

5. Choose Save from the File menu.
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Logging Out of Oracle

IS | 0gging Out of Oracle

After this lesson you should understand how to:
Log into Oracle
Use the Navigator
Use forms and windows
Enter data
Locate data
Run reports
= Log out of Oracle
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Logging Out of Oracle

I M | 0gging Out of Oracle

> (M) File > Exit Oracle Applications

» Use this method so that your username is cleared from
system access.

Save and Proceed
[ext Step

Export

Flace an Mavigatar

Log on as a Different User...
Switch Responsibility...

ailability
Brint...

Close Farm
Exit Oracle Applications

Exiting Oracle Applications

(M) File > Exit Oracle Applications, to log off the system. It is important to exit the system in
this manner, rather than any other, as this is the only way to ensure that your user name is cleared
from system access. You can also close the MDI window.
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Course Summary

WAILIEMN Course Summary

In this lesson, you learned how to:
Log into Oracle
Use the Navigator
Use forms and windows
Enter data
Locate data
Run reports
Log out of Oracle
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